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CELLULAR TELEPHONE NMANAGEMENT PQLI CY
1. Pur pose . To establish policy, guidance, and responsibility regarding

cel lul ar tel ephone acquisition and usage.

2. Applicability . Al enployees in Savannah D strict and Field Ofice
m ssi on ar eas.

3. Ref erence .

a. District Policy 25-1-30, Cellul ar Tel ephone Managenent Policy
(Appendi x A).

b. CEIMP Menorandumdated 30 Aug 94, subj: Cellular Tel ephone
Managerent Policy (Appendi x B).

c. Federal Infornation Resources Manag ement Regul ation (FIRWR).

d. Arny Regulation 25-1, The Arny Informati on Resources Managenent
Program

e. Cellular Tel ephone Acquisition Process D agram

(Appendi x Q).
4. Policy.

a. Cellular telephones will be used for the conduct of official
gover nrent busi ness only. Cellul ar tel ephones will not be authorized for
personal use, except in an extrene energency, determnation of such will be
made by the Division Chief. Mking unauthorized calls with the intent to
| ater reinburse the governnent is strictly prohibited. M suse of cellular
tel ephones nmay result in crimnal, civil or admnistrative action including
suspensi on or dismssal. (See FIRWR 201-21.601(c) (3), 201-21.601(c) (3) (d)
(i) and AR 25-1.)
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b. Al excessed or returned cellul ar tel ephone equi prrent shoul d be
coordi nated through I nformation Management before being hand receipted to
Logi sti cs Managenent .

5. Responsi bilities .

a. The District Engineer is responsible for

(1) Ensuring that a review, approval, and managerial process is in
pl ace for all cellular tel ephone assets and service acquisition
requi r ement s/ usage.

(2) Ensuring that cellular technol ogy investment decisions are
based on user requirenments, cost considerations and appropriate financia
anal ysi s.

(3) Ensuring that physical and fiscal accountability of cellular
technol ogi es are determned at the Requestor or user |evel.

b. Informati on Managenent is responsible for

(1) Ensuring local conpliance with HQY USACE Cel |l ul ar Tel ephone
Management Policy and make recommendations to the District Engi neer and
Executive Information Steering Conmttee (El SC, regarding cellular tel ephone
t echnol ogy i npl enentation within Savannah District and Field Ofice |ocations.

(2) Performng Federal Information Processing Standards (FIPS)
approval and providing technical assistance related to the acquisitions of
cel lul ar tel ephone technol ogy.

(3) Miintaining a current Tel ephone Directory listing of all
cellular tel ephone nunbers, along with other pertinent data on the District's
Local Area Network.

(4) Serving as District's staff experts on cellular tel ephone
t echnol ogy functions and capabilities.

(5) Review ng cellular tel ephone usage and costs to provi de updates
to managerment quarterly.

c. Requestors are responsible for

(1) Properly docunenting cellular tel ephone acquisitions to obtain
FI PS approval fromlnformati on Managenent. Submtting to Information
Managerent a conpl et ed Requisition DA



DR 25-1-21
17 Jan 96

For m 3953- Pur chase Request and Commtnent (PR&C) Form and a Requirenent
Anal ysis/Alternative Analysis (RN AA) justification. The Information
Management Aut omat ed SAS 41 Wrk Order Request will not be required for the
acqui sition of cellular tel ephones.

(2) Performng a nmarket analysis to determne cost efficiencies to
be realized in using this node of communication for all |arge procurenent
requi rements. Each procurenent request for cellular tel ephone equi pnrent and
service will include costs for the equi pment, naintenance, activation fee,
nont hl y access charges, roam ng charges, and optional features. Prior to any
cellular tel ephone investnent, a market analysis shall be perforned and
approved by managenent.

(3) Reviewi ng and approving their own nmonthly invoices for paynent.
I nvoi ces or DA Form 1155- Recei ving Reports will be mailed directly to the
Requestor. Each Division Chief will be responsible for approving all invoices
within their organi zation, but can del egate approval authority. Subnit to
Resour ce Managenent an approved and signed copy of the Receiving Report for
paynment of services.

(4) Monitoring the proper usage and possi bl e m suse/ abuse of
cel lul ar tel ephone equi pnent .

(5) Providing to Infornation Managenment a record of the new
cellul ar tel ephone subscriber's name and tel ephone nunber, to be nmaintained in
the District's Cellular Tel ephone Drectory.

d. Logistics Managenent is responsible for

(1) Reviewi ng the requestor's DA Form 3953- Purchase Request and
Comm trent (PR&C) Formto procure cellular tel ephone assets and determ ne that
the itemis authorized, can be obtained froma governnent source of supply.
Ensuring that all required functional approvals have been obtained prior to
subm ssi on.

(2) Ensuring that cellular tel ephone physical assets are managed
under property accountability regulations. Cellular telephone equipnent will
be bar coded and hand receipted to the Requestor in order to maintain
accountability.

e. Contracting Division is responsible for

(1) Review ng the Requestor's DA Form 3953- Purchase Request and
Comm trent (PR&C) Formand the required docurmentation, to obtain cellular
communi cati on equi pnent and service. Ensuring that FIP acquisitions conply
with the FI RMR
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Part 201-39 and applicable contracting regul ati ons before processi ng request.

(2) Ensuring each order reflects proper Accounting dassification
nunber and O gani zati on Code upon receipt. The order will be processed so
that all invoices will be sent to the requestor for their review, approval and

payment .

f. Resource Managenent is responsible for

(1) Receiving and processing paynents for approved receiving
reports for cellular service.

(2) Ensuring that cellular service is properly identified in the
U S Arny Corps of Engineers Financial Management System (CEFMB) for reporting
the District's fiscal accountability for each requestor.

3 Appendi ces GRANT M SM TH
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